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Introduction
The purpose of this guide is to assist OneView administrators with managing orders placed using the
OneView Customer Portal ordering feature.

OneView Order Placement

Log into the OneView portal as an administrator, and then click customers to view the current list of
customers. Your Sage 300 customers have been set up in OneView with unique user accounts providing
them with the ability to login, view and pay their outstanding invoices, view invoice, payment, and order
history, and place new orders.

Default Tax Settings

Copyright ©2021 Conligo - All Rights Reserved

Find the relevant customer whose account you want to checkout through, and click on “Edit” to view
the customer’s history, and edit their settings.

bsaundersiciniti com €

Customer Active 472772021

Customer Active 47232021

Custamer Active

Customer Active

Customer Active 47942021
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To see the OneView from a customer’s point of view, click impersonate you will be able to browse the
portal as if you were that customer. In actuality, your business’ customers would have an account to
login with, and would be taken directly to their customer portal.

# OneView Administration / & Customers / & Heather Keep

© Account

[ Summary Details

Outstanding Bal Open Inveices
$79061 3
Orelers Placed (Last Year) Ordlers placed (YTD)
. 2

Actions @D Allow E-mails W Shipping Info.

1. send Welcome E-mail \dddress: 1140 Shadow Hill Way
2.Send Pa E-mail [

Beverley Hills

& Contact Info.
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OneView Shopping

Here, the customer can view their account’s standing, as well as their order and payments history. To
place an order through the OneView portal, click on shopping.

hkeep@3rdperspective.com ©

@ OneView: Home

Current Balance  0.00USD  Terms  Due by Invoice Date [ ~]

MY ACCOUNT HISTORY PAYMENTS ORDERS SHOPPING

Outstanding Inveices

Customer Type Invoice # Invoice Date Due Date Amount Balance Due

== Pay Invoicels)

Placing an Order
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MY ACCOUNT HISTORY PAYMENTS,

Heather Perspective
266 Union Ave
Hollywod CA USA
90210

Product searc

Search for Products Futer & sku ar text below, select your item and click Add lem

ORDERS. SHOPPING

Featured Items.
2300 Serles Posture Chalr 2300 Serles Posture Chair

c2z301) C2330
511698 11698

Add to Cart Add to Cart

Shipping Location
266 Union Ave
Hollywod €A USA
90210

Copyright 2021 Conligo - All Rights Reserved

For the products the customer wants to buy, they will click “Add to Cart”, and then submit order at the
bottom of the page. This will prompt a checkout screen where the customer can choose Credit Card and
enter the required details. These screens are fairly intuitive, and have not been pictured for security’s

sake.

OneView Order

Processing in Sage 300

Order Reader Order Import and Invoice Creation

Once an order is placed in OneView Shopping, it becomes available for import into your Sage 300 system
via the Conligo Order Reader application which is installed in your Sage 300 environment. Conligo Order
Reader is configured to pull new orders every 60 seconds, although the interval can be re-configured,
and maintains a running count of every new order read into Sage 300:

[5Z) order Reader - %

I o
M - @\
) on Ug@ Order Reader
] General Web Orders Import Saved Failed
Document # WEB0000000055 Failed
Status Stopped
A Gt
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Once the order has been successfully imported into Sage 300, it can be converted into an invoice at the
desired point in your organization’s workflow. For example, you may wish to convert it once all the
items on the order have been shipped. This is a typical scenario for many businesses. You first want to
click the right arrow and ensure the order number is correct, and then proceed by marking the order as

shipped. To illustrate:

=
_— : -|;| + eavemn [ oo [
— o BT o e

Order  Customer Taxes Optional Fields Sales Spit  Rates Totals

- Lo | | o =
Order Date Contod | |
Order Type [Acive  +] From Muliple Quotes ) Job Related Project Invoicing Retainage
SipTolocaion | | + ] Locaten [ | @ [Contral warehouse - Seatte |
Deiver By Exp. Ship Date [ACak. T

Ship Via [eeT |Q [Cross Country Trucking Lines | Tedighe. | |
Descrten | |  Refewnce | \

Line No Type Misc. Charge || Description Q, Price List Q Location Deliver By Bp. Ship Date
1 kem C2:230/Y 2300 Series Pos... USA 1 7152021 7N52021

< >
Gry. on Hand Gy. on Sales Order Gty. on Purchase Order Gty. Commited Qty. Avaiable
Location 1(Ea.) * 4[4 [] ] 35
Al Locations (Ea.) 35 64 0 [ 35
Rem/Tax... Componerts Order Subtotal “5—5—3| ED
Post Create PO Delete History.... Prepayment... Close

Click the create invoice checkbox, and then click post in the bottom-left corner.
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oo, 14 ([T |p b G+ tedsomes [T st [
Coenrte TRa e e
O Cusomer Tames OptonalFieds Saes St Retes Totas
Template Code )} PO No. | \ |5tﬂus: Posted | |Enlaed&; ADMIN |
Order Date Oontod | |
Order Type Adive From Muile Quotes ) Job Related Project Invaicing Retanage
SeTolocaion | | + ol Locaton [ |Q [Cental warehouse - Seatie |
Deliver By Exp. Ship Date FAcakc. Tax mnm

lcc1

IQ

Cross-Country Trucking Lines ] Tracking No. { J

Yoe
1 tem c2-230Y 2300 Series Pos... USA 1 757200 ns2021
v
< >

Qry. on Hand Qry. on Sales Order Gty. on Purchase Order Gty. Committed Gty Avaiable

Location 1(Ea) k] 48 0 0 35

Al Locations (Ea) B 5[4 0 0 kL]

tem/Tax.. | Compenerts Stip Al Order Subotal 163g) [uso

I Post I Create PO Delete History. Prepayment Close

Day End Processing

Using the I/C Day End Processing screen in Inventory control, you can perform Day End Processing. This
should be performed daily to keep audit trail and reports up to date. All transactions posted since the
last time day end processing was run are processed depending on the options you have configured for
Inventory Control, Order Entry, and Accounts Receivable. Relevant to OneView Order Processing, is the
creation of a batch of Accounts Receivable summary invoices posted from Order Entry transactions
using the next available Accounts Receivable batch number. It also creates the invoice posting journals
in Order Entry for the new day-end sequence number. At this point, the invoice batch created via day
end processing should be posted prior to capturing payment on orders using Conligo Pay.

Last Processed Date and Time 07/12/2021 ] [13;42:25 ]

Process Close

Post the Invoice Batch

Within the A/R transactions tab in Sage 300, the Invoice Batch list module will be used to post the
invoice and keep the invoice matched with the order. Start by clicking the refresh button in the menu of
buttons at the bottom, followed by the “Post” button to post the invoice.

OneView Administration
7/16/2021, Rev 1.0
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Baich Nurber 235 [JShow Pasied and Deleted Balches

Conligo Pay - Capturing Payment on Orders

In most cases, businesses configure OneView to perform payment authorizations on orders coming in
from OneView. The authorized amounts can be captured on the invoices posted to the invoice batch in
the previous step using the Conligo Pay Capture module. Any preauthorized order amounts from
OneView will be displayed on the Preauthorized O/E Invoices tab:

[52] SAMLTD - Sage Payment Services (Vault) - Build 31

Con"@ Credit Card Payment Capture

Presthotzed O/Elvoces | Unahorzed lnvoices | Posted Invoices |

v Filter By Date Date Range Customer Selection
@ Invoice Issued Date From: [ Ju -15-2021 ~ ¥ View issued / due invoices for all customers?
€ Invoice Due Date To[M 15221 = q]
Transactions
Reference No. | Customer No. | Status Invoice No. Order No. Customer Name: Amount

[Glacuenmr J1203 [ [iN0000000000083 | WEB0000000055 | MAHARSHI DESAI 12663 [ USD nm

Select All | Deselect All v Capture Refresh List
About Close

Figure 1 The Capture Module in Conligo Pay

Clicking Capture will consume the authorization(s), assuming it was for enough, and is also able to make
the Receipt Entry. Note, any captures done prior to posting the Invoice Batch will result in needing to
use the Conligo Pay Pending Receipts module to create those receipts later.

Attaching Receipts to Invoices
Running the Sage 300 Receipt Batch list action in Accounts Receivable will attach the payment receipts

created in the last step to the invoice(s), marking the invoice(s) as paid.
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Batch Number 0 [ Show Posted and Deleted Batches !

Batch Num... | Batch Date | Description No. of Entries Total Amount | Ready To Post | Type
78 7/15/2021 0 0000 No Entered
] 77152021 | visamCusD 20210.. | 1] 126630 [No [ Entered ||
v
< >

Open... New... Delete - Post Al Prirt... Deposit.. Refresh Close

OneView Order Status Update

Part of your OneView installation is the configuration of Conligo Data Replication which is responsible
for keeping your OneView Customer portal in sync with your Sage 300 data. Replication is usually
configured to be run once a day but can be configured to run more frequently depending on the unique
business requirements of each customer.

Once replication runs, the new invoice(s) will become part of the History for your customer in OneView.
That is, the customer will see a record of the Order on the Orders tab and be able to easily re-order.
Customers will also be able to see a record of the payment on the Payments tab and a record of the paid
invoice on the OneView portal.

[3] Replication Client - [m] X
Enabled Name Schedule Start Time Total Progress Table Progress Errors \web Site
[07""1 ACME Systems (DEMO) Hourly 2021-07-1511:27 0% 0% hitps /loneviewwebservices azurewebsites net
] ACME Systems (STAGING) Hourly 2021-07-15 12:00 0% 0% hitps:/l i b i b net
New Job: | Sage 300 Sage 300 Azure Edt Delete Save Stop Service Run Schedule Run Now

Non-Sage 300  OneView Portal

Status
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OneView Order Report

From the OneView Administration dashboard, it is possible to run an order status report with the ability
to filter by dates and order statuses. The ability to search by order number is also supported.
Administrators can use this feature daily to get the list of orders requiring action in Sage 300. Customers
can run similar reports for their order histories.

ORDER STATUS REPORT

Customer Number(s) Shipping Number Order Date Order Export Status
1302 30-Jun-2021 MNEW

1302 09-Jun-2021 SUCCESSFUL

1302 03-Jun-2021 FAILED

 ORD000D0O0000ATO 1302 08-Jun-2021 SUCCESSFUL

e NEW —Order is awaiting import into Sage 300
e SUCCESSFUL — Order has been successfully imported into Sage 300

e FAILED — Order was not imported into Sage 300 due to an issue with the order contents. Call
Conligo Support Desk for assistance.

For any support about anything covered or not covered in the document, feel free to call Conligo
Support Desk for additional assistance.

Processing Invoice Payments made in the OneView Portal

This next section describes the workflow in the case where an order originates in Sage 300, a
commonplace scenario for Sage 300 users. Once the order has been converted to an invoice, the
Inventory control day end processing activity will take the OE Invoices into Account receivable Invoices,
adjust inventory levels, etc. At some point in the day, the user will want to run an A/R Invoice Batch list
to post the invoices as described in section “Post the Invoice Batch”. Invoices are now ready for
payment in the OneView portal.

OneView Outstanding Invoices Update

Once replication runs the new invoices will propagate to the OneView portal, making them available for
payment by your customers.
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MY ACCOUNT HISTORY PAYMENTS. ORDERS SHOPPING

Outstanding Invoices

Customer Type Invoice # Invoice Date Due Date Amount Balance Due

Brett Mair Invaice. 1NOD000000000E7 3/26/2021 120000 AM 4/5/2021 12:00:00 AM 253.26 USD 25326 USD
301

Brett Mair Invoice INDD0O0000000ES 3/26/2021 120000 AM 47572021 12:00:00 AM 3843 UsD 3843 USD

301

Making a Payment in OneView
When an invoice is paid by a customer in OneView, they receive a confirmation on screen as well as an
email acknowledging that a payment had been made.

Thank you

Payment Details

o Date: 9/13/2027 £:42:26 PM
Amount: $252.28
Method: VIzA
Card Number: 4171777 == 1
Transaction ID: DYD3ABEEEK

Thank you for making 2 payment.

Please allow 24-48 hours for this website to update and reflect
your payment.

o oo o

€ Retum To Invoices Page

Figure 2 Payment confirmation
At this point, the state of the invoice flips to “pending” so that it cannot be selected again for payment:

MY ACCOUNT HISTORY PAYMENTS. ORDERS SHOPPING

Outstanding Invoices

Customer Type Invoice # Invoice Date Due Date Amount Balance Due
Brett Mair Invaice INOD000000000E7 3/26/2021 12:00:00 AM 4/5/2021 12:00:00 AM 253.26 USD 253.26 USD
301

Brett Mair Invoice INOD00000000068 3/26/2021 12:00:00 AM 47572021 12:00:00 AM 3843 USD 3843 USD

01

Figure 3 Pending state of invoice

Importing Online Payments

To process these payments the billing administrator should log into Sage 300 and run the Conligo Pay
Online Invoice Receipts Module. Click the Download button. This action retrieves invoice payments
(authorizations) made by customers through the OneView customer portal.
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7 A

= B o = y A
Capture Pending Receipts Miscellaneous Onlinelnvoice  Credit Card Refunds ~ Manual Refunds  Integrated Refunds. Reports Setup
Receipts Receipts
3 SAMLTD - Sage Payment Services (Vault) - Build 31 - [m} *
-
Conllg) Online Payment Import
Cust No. Customer Name Status Invoice No. Order No. Amourt | Cumens Credit Card Exp Month Exp Year Acct Sel
Downleading Payments
@ Check conlig.ca
< >
—Import Status
D
About Viewlog || Download O [ Tz
Figure 4 Checking for online payments
[5] SAMLTD - Sage Payment Services (Vault) - Build 31 - m} P
»
Conh@ Online Payment Import

Cust No. Customer Name Status Invaice No. Order No Amourt | Cumren: Credit Card Exp Month Year | Acct Sel

1301 Brett Mair Ready INODDODOODO0DG7  WEBODDODOOD17 253.26 uso AN 02 2022 usD

< >
i~ Import Status
1 records

About. | View Log | Download | v  Process I Close

Figure 5 Payments ready for Processing

Clicking the Process button completes the payment (captures) and writes the receipt entries into Sage

300.

OneView Administration
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[ SAMLTD - Sage Payment Services (Vault] - Build 31 - ml x
-
COﬂﬂ ) Online Payment Import
Payment Ti
Cust No. | Customer Mame ‘ Status | Invaice No | Order No. Amount | Cumency | Credit Card Exp Month Exp Year Acct Sel
1301 Brett Mair Recsipt Created INODDODOD00DDGT ~ WERQDDODO0017 25326 usD LN DR b 111 0z 2022 uso
< >
Impart Status
100% Complete
ANENNENEENENNENNENENNENNENNENENNENNANNENENNENENENRENNENENNENNENNNENENENNNNNNNNNNNNNNANNENRNRENEEN
About. View Log ‘ Download ‘ v Close

Figure 6 Capture and Create Receipt

Attaching Receipts to Invoices

Running the Sage 300 Receipt Batch list action in Accounts Receivable will attach the payment receipts
created in the last step to the invoice(s), marking the invoice(s) as paid.  Finally, once the replication
process run again as described in section “OneView Order Status Update”, a record of the payment will

become available in OneView, and the invoice will no longer appear in the list of outstanding invoices
for the customer.
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